RIGHT TO KNOW ADVISORY COMMITTEE
LEGISLATIVE SUBCOMMITTEE

DRAFT AGENDA
September 13, 2012
1:00 p.m.
Room 438, State House, Augusta
Convene
1. Welcome and Introductions

Judy Meyer, Chair
2. Projects
A. Emalil retention, storage, retrieval
B. Status of e-mail addresses collected by schools and towns
Review draft

C. Use of technology in public proceedings (participation from remote locations)
Review revised draft

D. Templates for drafting specific confidentiality statutes

3. Scheduling future meetings
4. Other?
Adjourn

Right to Know Advisory Committee
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Maine State Archives: State Agency Record Managers: General Schedules

(815 Agencies | Online Ssvvices | Help

State Search:
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Search Archives:

Site Map

Home >

State Agency Record Managers > General Schedules

Schedule 1, Vendor Series

Schedule 2, Accounting Series

Schedule 3, Payrolls and Authorizations
Schedule 4, Income Series

Schedule 5, Budget Series

Schedule 6, Financial Order Series

Schedule 7, Attorney General Opinions Series
Schedule 8, Inventory Series

Schedule 9, Records Management Series
Schedule 10, Personnel Series

Schedule 11,MFASIS Reports

Schedule 12, Minutes of Meetings

Schedule 13, State Agency Correspondence
Schedule 14, Rules Adopted by State Agencies
Schedule 15, Quality Management Records
Schedule 16, State Employee Charitable Programs

SAR=State Audit Requirement

FAR=Federal Audit Requirement

General Schedule 1: Vendor Series

Legend: Disposal: A=Archives, D=Destroy, X=0ther (See Description).

General Schedules, for Records Common to Most or All Agencies

Despite our efforts to be accurate, these pages may contain errors. We present this website to you with a good-faith representation that the
information it contains is generally reliable. Information on this site should not be relied upon for legal purposes. For specific information or
verification, contact Felicia Kennedy at 287-5798.

These retention schedules apply to records regardless of their physical format. Therefore, records created or maintained in electronic format would
also fall under these guidelines and must adhere to the minimum retention requirements of these General Schedules {that is any reference to
“correspondence” could pertain to either paper, emal or other electronic documents.}

http://www.maine.gov/sos/arc/records/state/gensched2.html

ANz,

Mo Agency Ratention .
ot Titie Description of izjﬁi o Disposal | of Regord i?éﬁfiﬁ; SAR | FAR
Tram Record # Lopy $
1 Forms approved by Bureau of Bureau of 10/23/2008 - D 7 3 Y Y
REQUISITIONS RFP, Y =
DRDERS . !
equipment.
2 The records being retained will Creating 10/23/2008 | D 7 0 Y N
include the requests for a petty : Agency
cash check, possibly the
request for reimbursement,
bank statements, checkbook
Petty Cash registers; cancel/voided
checks, deposit slips and
documentation; and
miscellaneous correspondence
regarding the petty cash
account.
3 DELIVERY SLIPS Contents duplicated on third Creating 12/7/1990 D 3 Not . Y Y
copy of purchase order. Agency Applicable
4 VERDOR'S INVOTOE Invoice sent to agency by Accounts 12/7/1990 | D 7 3 Y Y
vendor for payment, & Control ‘
5 Accounts payable sent to Accounts 12/7/1990 : D 7 3 Y Y
ACTOUNTS PAYABLE agency by Account.s and & Control
Control to authenticate
payment.
6 Expense accounts, utility Accounts 12/7/1990 D 7 3 Y Y
EXPEMNESE ACCOUNTS bills,Cell Phone billing, Blue & Control :
EYT AL Cross Blue Shield bills and inter
-departmental bills.
7 CORRESPONDENCE 12/7/1990 D -3 Y Y

8/28/2012
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Incoming or outgoing Creating Not
correspondence or memo agency Applicable
relating to the vendor series.
8 Contracts with vendors for Bureau of : 12/7/1990 . D 7 3 Y Y
CONTRACTS services. Purchases
9 Forms used to request Accounts 3/11/1991 D 7 i3 Y Y
CHECK ca:('jlc;ellation ofdatState chetck, & Control
and forms used to reques
CANCELLATIONS replacement check (including
forgery application). :
10 Grant awards (unless covered © Creating 3/11/1951 b 3 Not Y Y
GRANT AWARDS - by agency-specific retention Agency Applicable
MFASIS INPUT schedules), grant input
DOCUMERTS documents, Federal Aid
Charges Form.
11 Intragovernmental bills (one Accounts 3/11/1991 D 7 3 Y Y
INTERNAL SELLER'S State agency billing another for : & Control
BILL goods or services) and related
forms.
12 Accounts receivable invoices Accounts 3/11/1991 D 7 3 Y Y
(bills sent by the State to & Control
individuals, businesses, etc. for
DEBTOR INVOICE goods or services) and related
forms, including the invoice
transaction input form.
13 Keep with related series, or Accounts 3/11/1991 D 7 3 Y Y
;;g;ﬁmﬁ VOULHER retain agency copy 3 years if & Control :
kept separately. i :
14 Keep with agency copy with Accounts 3/11/1991 D 7 3 Y Y
ggg;?é?é?ﬁé{éﬁ related record series. If kept & Control
SHMEET separately, retain 3 years and
destroy.
15 Accounts payable transmittal Accounts 3/11/1991 D 7 3 Y Y
ACCOUNTS PAYABLE form to accompany payment & Control
TRANSMITTAL FORM voucher submitted to Bureau of
Accounts & Control. .
16 Receipts documenting use of individual 10/31/2002 D 7 n/a Y Y
gzizsgy?kga State-issued employee credit agencies
cards. :
General Schedule 2: Accounting Series
#o. Bgancy ) Retention - .
of Title Dascription of ﬁgt‘im 4 Dispesal | of Record z; g;ﬁ’:g AR FAR
jas-Hil Revord Copy
1 Ledger Accounts 9/20/1989 : X 7 3 Y Y
maintained by  : & Centrol
agency to show
expenditures
and dedicated
revenues to
insure that
allotment will
not be
overdrawn.
Summatized on
| ENCUMBRANCE LEDGER controller's
analysis of
income and
expenditure.
June and
December
record copies
are archival;
others
destroyed after
retentions as
shown.
1 Forms approved = Bureau of = 3/11/1991 : D 7 3 Y Y
by Bureau of Purchases
REGUISITIONS/RFP/BIDS/PURCHASE | Purchases to
CROEAS/OPEN MARKETS/CONTRACY requisition
RELEASESR services,
commodities or
equipment.
2 ADVICE OF ALLOTMENT Form sent to Accounts 9/20/1989 ; X 7 3 Y Y
§ agency by & Control
Bureau of
Budget
indicating
money allotted
for
expenditures.
Information
http://www.maine.gov/sos/arc/records/state/gensched2 html 8/28/2012
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repeated on
controller's
encumbrance
and expenditure
ledger, which is
actually the
record copy.
June and
December only
are archival.

Page 3 of 10

REQUEST FOR ADIUSTMENT OF
ALLOTMENT

Request by
agency for
adjustment of

allotment during |

a fiscal year.
Information
repeated on
controller's
encumbrance
and expenditure
ledger, which is
actually the
record copy.
June and
December only
are archival.

Accounts
& Control

9/20/1989

ANALYSIS OF INCOME AND
EXPENDITURE

Used by agency
to verify the
encumbrance
ledger. June
and December
only are
archival.

Accounts
& Control

SUMMARY OF APPROPRIATION
EMPENDITURES AMD INQOME

Monthly
summary of
expenditures
and income
kept by warrant
and journal
number to
balance
encumbrance
ledger.

Accounts

& Control

9/20/1989

| 9/20/1989

INCOME & BEXPENDITTURE SUMMARY
BY CHARACTER & OBIECT

Quarterly report
by character
and object.

QUTSTANDING PURCHABE QRDER
LISy

JOURNALS

List of
outstanding
purchase orders
at month end.
Verifies
purchase orders
brought forward
at end of
quarter or fiscal
year.

Accounts
& Contro!

Accounts
& Control

9/20/1989

9/20/1989

Journals used to
indicate
transfers of
funds, error
correction and
journal entries
used in lieu of
accounts
payable.

10

10

CORRESPONDENCE

Incoming or
outgoing
correspondence
relating to
accounting
series.

PROIEQCT TRACKING DOCUMENTS

ACCOUNTING SERTES

Project input
documents,
miscellaneous
project charges
forms, and
related
documents.

Audit reports for
a given fiscal
year or period.

Accounts
& Control

Creating
Agency

Creating
Agency

Dept. of
Audit

9/20/1989

9/20/1989

. 3/11/1991

4/12/2000

Not
Applicable

Not
© Applicable

General Schedule 3: Payrolls & Authorizations

No.
of
item

Title Desoription

H

Agenoy
of Record

Date %
Adaopted %
i

http://www.maine.gov/sos/arc/records/state/gensched2.html

Disposal i Retention | Retention
of Racord of Copies
{ Copy ]

. sAR

FAR

8/28/2012
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1 (Last page only.) Contains Accounts & 9/20/1989 D 8 i3 Y Y
PAYROLL REGISTER gross wage and deductions Controf
- EXCEPTION COPY for given pay date and
authorized signatures of
agency.
2 Actual paid copy of payroll Accounts & 9/20/1989 D 60 3 Y Y
PAYROLL REGISTER registers, contains all Control
~ BAID COPY paycheck information for
each State employee.
3 (Formerly Personnel Bureau of 12/18/2001 : D 60 3 Y Y
Management Data Form-- Human
"Turnaround Form.") Resources
HUMAN RESQURCE Personnel authorizations
PROFILE effecting changes in
employee's pay. Retention :
periods counted from date ;
file becomes inactive. !
4 Listing of all voluntary Agency of 9/11/2003 D 3 1 Y N
payroll deductions from Employment i
PAYROLL employ_ee checks (i.g.,
B e, e
AUTHORIZATIONS ! . ro
Agency copy's retention
period counted from
termination of employee.
5 HEALTH AND Lists all payroll deductions to : Accounts & 9/11/2003 D 3 3 Y Y
DENTAL TNSUBANCE | the monthly health and Control i
EXCEPTIONS dental insurance billings.
6 Original weekly time slips Creating 9/20/1989 b 3 : Not Y LY
signed by employee Agency . Applicable
indicating amount of time
TIME 5LIPS worked, vacation, sick leave
and overtime. Retain last
audited year through current
State audit.
8 Information collected each Accounts & 9/24/2003 D 3 3 Y Y
year documenting the value Control
of using an employee-
ETATE VERICLES assigned state vehicle for
FOR COMMUTING commuting from home to
FORMS work site. The Controller's
office maintains this as part
of the supporting records to
Form W-2.
General Schedule 4: Income Series
Mo Agency ) fatention "
of This escription of ggiﬁ "y Disposal | of Necord ife 2z§22§: BAR [ FAR
Ttam Revord ¥ Copy 8
1 L65H RECEIPY Form used to deposit money . Accounts  3/11/1991 : D 7 3 Y Y
BTATEMENT/INCOME with State Treasury. & Control
HTATEMENT
2 - Used by agency for direct Treasury 9/20/1989 | D 2 3 Y Y
BANK DEPOSIT SLIP deposit with bank. ;
3 Receipts issued by agency for Creating 9/20/1989 : D 3 Not Y Y
money collected; 2 copies Agency E Applicable
retained by agency: 1)
Detached copy with collected
" moeny given to individual who
AGENLY RECEIPTS prepares income statement,
destroy after 2 years and State
Audit; 2) Copy in receipt book,
retain last audited year through
current audit then destroy. '
4 Daily listing of cash received Creating 6/21/1985 ' D 7 Not N N
= showing date, name of Agency Applicable
CASH JOURNALS individual or coproration
sending money and amount. :
5 Bill heads sent out by State Creating 9/20/1989 i D 3 Not Y Y
ACCOUNTS . © .
RECETVABLE agencies for services performed = Agency Applicable
or goods sold. :
6 Pre-numbered licenses which Creating 9/20/1989 . D 3 Not Y N
have not been issued and Agency Applicable
URISSURD LICENSES become obsolete after the
current year.
7 Incoming and outgoing Creating 9/20/1989 D 3 Not Y Y
CORRESPONDENCE correspondence or memo Agency Applicable
relating to income series.
General Schedule 5: Budget Series
Mo, Title : Rescription E Agency Date Disposat | Ratention ‘ Retention | KSAR a FAR
of L of Adupted of Record | of Coples i
Tiam i Record i Copy
http://www.maine.gov/sos/arc/records/state/gensched2.html 8/28/2012
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1 Copy retained by agency to : Bureau i2/19/1986 : D 10 : 4 N N
BIENNIAL BUDGETY prepare work program and : of the
REGQUEST as a reference in preparing Budget
new budget.
2 Program made out from Bureau 2/19/1986 D L 10 4 N N
WORYK PROGRAM budget figures approved by | of the
the Legislature. Budget
3 Incoming or outgoing Creating 2/19/1986 D 4 Not N N
CORRESPONDENCE correspondence or memo Agency Applicable
relating to budget series. !
4 Financial orders below Bureau 10/31/2002 : D 4 .4 N N
FINANCIAL ORDERS $45,000 can be approved of the
UNDER $45,000 by the State Budget Budget
{BAPPROVED BY STATE Officer, and do not go to
BUDGET OFFICER) the Secretary of State for
permanent retention.
General Schedule 6: Financial Order Series
Ho. Agenocy Ratention .
of Titie Desoription of zg;ﬁ tad Disposat | of Record if? Ein?‘:; SAR ¢ FAR
item Record ¥ Copy B
1 Orders approved by the Secretary : 3/11/1991 @ A Transfer to : 2 Y N
Governor relating to of State - Archives
intradepartmental transfers, CEC
requests for expenditures not
authorized by other means, etc.
Orders pertaining to short term
obligations (including so-called
"Budget Orders," for the purpose
FIMANCIAL OREBER of bringing funds out of
{EXNPENSE/TRANSFER allotment reserve) may be
BUDGET) destroyed after 2 years and
audit. Orders pertaining to long
term obligations (contracts,
leases, etc.) destroy after final
action and audit. Supporting
documents shall have the same
retention periods as the
orders/obligations to which they
relate.
General Schedule 7: Attorney General Opinions
P, Agency . .
. T Date p Ratention of Hatention of
of Tisie Dasoription of Disposal ] SAR | FAR
Ttem Record Adopted Record Copy fopiss
1 Opinions relating to interpretation Attorney 8/15/1975 D Contingent Destroy when N N
. of the law. Record copy is retained : General Upon Event - opinion is no
ggﬁizgy by Attorney General for current See longer
(}‘a’;ENE{m business; other copies may be Description applicable.
; destroyed when opinion is no
longer applicable.
General Schedule 8: Inventory Series
Ho. Retention .
. s Agency frate N Retention
g o,
of Title Dasoription of Racord Adopted Cisposal | of Record of Copies SAR | FAR
item Copy
1 Card containing pertinent Creating 6/21/1985 = D 1 Not Y Y
[ information concerning Agency Applicable
{EA?IW&L State owned equipment.
EQUIPMENT Destroy inactive or obsolete
INVENTORY CARDS cards after audit and
reconciliation.
2 Report of all equipment Bureau of 6/21/1985 @ D Contingent 5 N N
purchased, sold, traded in, Public Upon Event
surplused and discarded Improvements - See
QUARTERLY during a quarter. Record ; Description
EQUIRMENT copy retained by BPI for
REPORY current business; agency
copy destroyed after 5
years if inventory cards are
reconciled.
3 Yearly report made up from Bureau of 6/21/1985 ' D Contingent 5 N N
the four quarterly Public Upon Event
equipment reports. Must Improvements - See
CABTIAL balqnce with total on Description
. equipment card. Record
EQUIPMERNT R
RECONCILIATION copy retalngd by BPI for
current business; agency
copy destroyed after 5
years if inventory cards are
. reconciled. :
4 : EQUIPMENT Form used to adjust Creating 6/21/1985 - D 5 Not N N
ADIUSTMENT SLIP transfers in and out of an Agency Applicable

http://www.maine.gov/sos/arc/records/state/gensched2.html 8/28/2012



Maine State Archives: State Agency Record Managers: General Schedules

Page 6 of 10

agency. Destroy with
quarterly reports. : :
5 Form used to transfer Bureau of 6/21/1985 D Contingent 5 N N

equipment to surplus from Purchases Upon Event

gg?}?‘*;ﬁ%{éﬁv agency. Destroy agency - See

DISTRIBUTION copies with quarterly Description

LIET reports; record copy held
by Bureau of Purchases for
current business. ;

6 Incoming or outgoing Creating 6/21/1985 | D 5 ¢ Not N N
o A TR B P B g correspondence relating to Agency ; ¢ Applicable
CORRESPONDENCE inventory series. Destroy ‘

with quarterly reports. :
General Schedule 9: Records Management Series

R 1eN Ratention .

. . Agency Bata . Retention

of Tiie Dasoription of Record Adopted Disposal | of Record of Copies SAR ; FAR

Iram Copy

1 APP. FOR Application for issuance of | Records 1/25/1989 : D 5 2 N N
AUTHORIZATION Records Center Access Management
FOR RECORDS Cards. Services
CENTER USE CARD

2 AUTHORIZEATION Destroy upon expiration Creating 1/25/1989 : D Contingent Not N N
FOR RECORDS of card or separation of Agency : Upon Event - | Applicable
CENMTER USE employee. See
{ACLESS CARD) Description

3 Form designating Records Records 1 1/25/1989 | D 2 2 N N
g:iiﬁﬁg;ﬁfﬁf!ﬁ Officers and Assistant Management
AECORDS OFFICERS Records Officers for Services

- X various State agencies.
4 Record of State records Records 1/25/1989 | A 10 2 N N
removed from State Management
- Records Center and Services
g?ggggg?gﬁﬁ:ﬁ destroyed, according to
NOTIFICATION authorized retention
schedule and with written
consent of agency records
officer.
5 One-time permission for Records 1/25/1989 : A 2 2 N N
destruction of State Management
DIRPOSAL LIST, records. Transferred to Services
MEA 2 Archives Services Division
2 years from date
approved. :
6 Includes MSA 59 (Record Records 1/25/1989 @ A Contingent 2 N N
- Series Inventory) and Management Upon Event -
igggigg FoR record samples. Services See
HETENTION Transferred to Archives Description
Services Division when
iiﬁﬁwww' MSA/RM schedule is terminated;
agency copies destroyed 2
years from termination.
7 Used by State agencies to Records 1/25/1989 i D 5 2 N N
W)
iﬁ%ﬁ?&%ﬁﬁﬁ%? confirm that records have Management
SR PENDTITURE been scheduled before Services
., purchase of filing
§§QU§$T’ MEA/RM equipment, microfilming
equipment, etc. :
9 Record of boxes accepted Records 1/25/1989 | D 10 2 N N
for Records Center Management
;zgggi‘f?a@;{é@ storage and their Services
&‘%9 ’ ‘ contents. Retention
. periods counted from
LONTIRUATION disposal of last box on
each sheet.
10 Request for reference Records 1/25/1989 D 6 Contingent N N
service from State Management Upon Event -
HEQUESY FOR Records Center. Agency Services See
REFERENCE copy may be destroyed as Description
SERVEICE, MSA 70 soon as records are
returned to Records
Center.

i1 Listing of records Records i 1/25/1989 : A 5 2 N N
AGEREY RECORDS destroyed by State Management :
Qﬁﬁ?ﬁéﬁ?ﬁ@% agencies with Services
HOTICE, MSA 192 authorization of

e e departmental and/or
generat schedules,
General Schedule 10: Personnel Series

Po, Agency Retention

of | Titte Description of bate | Disposal | of Record | FEEOMION | sap | rar

Ttem Record B Copy 4

http://www.maine.gov/sos/arc/records/state/gensched2 . html 8/28/2012
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1 EMPLOYEE
PERSOMNEL
RECORDS

Applications, salary history,
performance appraisals, job
histories, leave authorizations, exam
results, termination documents,
related documents and
correspondence. Agency personnel
folder is to be sent to new employing
agency whenever a State employee
is transferred/promoted/restored to
service. When employee separates
from State service, last employing
agency will retain complete
personnel folder 4 years. The folder
can then be destroyed, but only after
the agency has contacted the Bureau
of Human Resources to confirm that
the employee has not been re-
employed at another agency. Note:
If collective bargaining contract
requires that disciplinary documents
be destroyed earlier than described
above, the contract shall be followed.

Bureau of
Human
Resources

12/18/2001

. 60

Page 7 of 10

INCIDENT FILE
RECORDS

Records of employee
commendation/counseling;
corrective action memos; related
correspondence between employer
and employee. Destroy after yearly
performance appraisal has been
prepared and grievance deadline has
expired, unless grieved. If grieved,
destroy 3 years after resolution of

REQUISITION
FOR EMPLOYEE

grievance.

Requisition for employee forms;
registers (job referral lists);
structured interview materials;
related correspondence. Agency copy
may be destroyed after 1 year unless
grieved. If grieved, destroy 3 years
after resolution of grievance.

CLASS
SPECIFICATIONS
(HOT APPEALED)

Class definition; representative
tasks; knowledges and abilities;
qualifications; exam plan. Replace
active classes whenever changes are
made. Retain abolished classes 5
years (BHR only).

CLASS
SPECIFICATIONS
{APPEALED)

Class definition; representative
tasks; knowledges and abilities;
qualifications; exam plan. Agencies
are not responsible for maintaining
appeal materials.

Creating
Agency

3/8/1990

Bureau of

Human
Resources

Bureau of
Human

. Resources

Bureau of

Human
Resources

3/8/1990

3/8/1990

3/8/1990

ADMINISTRATIVE
REPORT OF WORK
COMTENT {(FlA-1)

Individual job description/task
statements for each paosition in State
service, A new FJA-1 is prepared
whenever duties are changed. BHR
will maintain grieved FJA for 3 years
following resolution of grievance; all
other FA's (agency copies and BHR
record copy) may be replaced
whenever changes are made in job.

POSITION DETATL
RECORD

Computer-generated history of each
position in State service. Shows
current and previous incumbents,
salary scale, and classification. Paper
copy of PDR may be destroyed
whenever an update is printed.
Bureau of Human Resources shall
delete position from disk file 5 years
after position is abolished.

HUMAN
RESOURCE
PROFILE

Bureau of
Human
Resources

Bureau of
the
Budget

3/8/1990

11/6/2002

See General Schedule 3 (Payrolls
and Authorizations Series). This form
is frequently treated by State
agencies as part of the employee's
payroll record, because it is the
document used to authorize
change/increase in rate of pay.

9 WORKERS
COMPENSATION
FILES FOR STATE
EMPLOYEESR

Employer's First Report of
Occupational Injury, Employee's
Report of Injury, Supervisor's Report
of Injury, Wage Statements, Medical
Release Forms, Employer's
Supplemental Report, Memorandum
of Payment or Notice of Controversy
Form, Informal Conference Report,
Medical Reports and related
correspondence. Although the
Bureau of Human Resources is the
agency of record, most documents

Bureau of
Human
Resources

Bureau of

Human

Resources

12/18/2001

3/8/1990

http://www.maine.gov/sos/arc/records/state/gensched2.html

Not
Applicable

40

Destroy

i When

Updated

Destroy

When
Updated

Destroy

When
Updated

Destroy
When
Updated

. 60

13

n/a

8/28/2012
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http://www.maine.gov/sos/arc/records/state/gensched2.html

are actually held by the agency
employing the individual worker. The
full retention period should be
applied to these documents.
10 Certain positions may be filled Creating 1/15/1996 D 2 Not N N
directly by the department or agency | Agency Applicable
which has the vacancy. The Federal
Fair Employment Practices Act
ziiigéﬁﬁigis requires thgt these applications and
accompanying documents
(transcripts, letters of reference,
etc.) be retained two years, after
. which they may be destroyed. § ;
11 All medical records created at the Creating 10/23/2008 : D 30 N/A N PN
request of the employing Agency
Employes Medicat | department. OSHA requires that
Racords these medical records be maintained
for 30 years after the employee
. leaves state service.
12 All certifications, certificate and creating 10/23/2008 | D 4 N/A N N
. related documentation, agency
fggiiﬁiﬁﬁ raining For employee required/state training.
Destroy 4 yrs. after employee
separates from state service.
13 Job Interview © All structured interview materials Creating 10/23/2008 : D 4 N/A N N
Backs and related correspondence. agency ;
General Schedule 11: MFASIS REPORTS
Mo. Agency Retention .
{;‘? Titie Baseription of ggzzm 4 Disposal | of Record fif iz;f; BAR § FAR
tem Record Lopy
1 Informational printouts provided to Creating 3/11/1991 : D Destroy Not
state agencies by MFASIS system. Agency When Applicable
SOMPUTER Destroy when superseded by more Updated
PRINTOUTS current information--in no case
GEMERATED BY should an MFASIS report be retained
MFASIS SYSTEM © longer than the record series to which
the report relates (see General
Schedules 1 - 10) !
General Schedule 12: MINUTES OF MEETINGS
Mo, Agency Retention .
of Title Desoription of Date Disposal | of Record Retent}&n SAR [ FAR
Trem Record Adopted Copy of Caples
1 Minutes of official meetings of boards Creating 2/23/1993 | A 10 Not Y Y
and commissions, as transcribed from Agency Applicable
secretary's notes or abstracted from
géﬁ;ﬁ;ﬁé?f recording of meeting and incorporated
into the board or commission's files.
BOARDE ARD i . R
COMMISEIONS Note: Ea'rller transfer of minutes to
the Archives, or a Records Center
retention period, may be arranged by
contacting Records Management.
2 Shorthand notes and other notes Creating 2/23/1993 : D Contingent Not N N
made by the secretary or secretary ¢ Agency Upon Event Applicable
pro tem in the course of the meeting, | . - See
MEETIMNG NOTES used at a later time to prepare official Description
~ BOARDS AND minutes for the board or commission's
COMMIBEIONS approval and adoption. Destroy as
soon as the board or commission acts
on the minutes as presented by the
secretary. :
3 Audio or video recordings of official : Creating 2/23/1993 | D 5 Not Y LY
meetings of boards or commissions. If : Agency Applicable
a verbatim transcript is prepared, it
RECORDINGS op | 1aY be reFained for 5 years and the
HEETINGS - audio or video tape may be
BOARDS AND reused/destroyed. Note: )
COMMISSIONS Boards/commissions are not required
to tape their meetings; but if they do
so0, the recordings are official state
records and may not be destroyed
except as permitted by this schedule.
General Schedule 13: STATE AGENCY CORRESPONDENCE
[LEeN Ageney Rerention :
of Titls Dascriptinon of izza P Csposal | of Record i;zzm;iﬁ SAR | Fa&R
Fra Record pLe Loy p
1 COMMIBSIONER'S Official correspondence of Creating 2/23/1993 A 2 Not
CORRESPONDENCE departmental commissioner or Agency Applicable
other state agency head, not filed
as part of another approved record
series. Note: Each department has
the option of retaining its
commissioner's correspondence on
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site for longer than 2 years, and
may store such correspondence at
the State Records Center for a
predetermined period if the agency
wishes to retain official custody.
Records Center storage requires
prior arrangement with the Division !
of Records Management Services. : !
2 Correspondence received/created Creating : 2/23/1993 D ¢ 60 days i Not
by a state agency that is purely Agency Applicable
informational in nature, such as: :
letters of transmittal; letters of
TRANSITORY tha_nk_s; Ipvita?tiong and responses
CORRESPONDENCE to invitations; qqtlces of sgch
employee activities as Christmas
parties, softball games, etc.;
replies to routine questions from
other state agencies and/or the
public. :
3 File with related record series, or (if | Creating @ 2/23/1993 D i Not
zz%ggggk STATE there is_ng rslate;]tseriis? esttabgjsh Agency ¢ Applicable
appropriate departmental retention
CORRESPONDENCE schedule. &
4 A written request for copies of Creating | 12/18/2009 : D 1 Year i Not N N
Fresdom of Access Public Records. That are in the Agency Applicable
Act Reqguests custody of State Government or its
. Agencies.
General Schedule 14: Rules Adopted by State Agencies
M. Agency Ratention .
of Title Uascription of igiﬁ et Disposatl | of Record i?éf;ﬁi:f BAR | FAR
Item Hacord i Copy (4
1 All rules adopted under the APA Secretary | 4/14/1994 @ A 20 Destroy N N
are filed with the Secretary of of State When
APa State (Bureau of Corporations, Updated
(ADMINISTRATIVE EL‘?“?’I,"S and Commissions). |
PROCEDURES ACT) is filing copstltu.tes Fhe recor
RULES copy, which is maintained at
CEC for 20 years after it
expires, is repealed, or is
superseded.
General Schedule 15: Quality Management Records
Ho. Retention .
y IR Agancy rate s Ratention
;};m Titla Dasoription of Record Adoptad Disposal zi;;acmﬁ of Coples SAR | PaR
1 A record copy of agendas and Department 4/12/2000 : A 3 0 N N
minutes of all Department, Bureau, Coordinator
and Division Quality Council
rmeetings shall be maintained by the
;%iﬁ?é:ésm depar;ment’s Quality Management
QUALTTY Coordinator. Minutes more than 3
COUMTIL years old may be tran;ferred to
MEETINGS Archives at the Coordinator's
discretion, All other copies shall be
considered "convenience copies,”
and may be destroyed when no
longer needed.
2 Minutes and final reports of all Department 4/12/2000 . D 3 : 0 N N
Process Planning Teams, Work Coordinator S
Teams, and officially chartered
MINUTES AND Process Action Teams shall be
FIMAL REPDRTS | maintained by the department's
OF PROGESS Total Quality Management
AUTION, Coordinator. Minutes more than 3
PROCESS years old may be transferred to
PLAMMING, AND | Archives at the Coordinator's
WORK TEAMS discretion. All other copies shall be
considered "convenience copies,"
and may be destroyed when no
longer needed.
General Schedule 16: State Employee Charitable Programs
Mo, Agency Retention .
of Title Dagoription of Z;Ze et Disposal | of Record szef?;? AR © FAR
Item Revord B Lopy g
1 Mains Stats These records support the Maine State Governor' 10/23/2008 : D 10 3 Y N
Empioyeas Employees Combined Charitable Office ;
Combined Appeal Campaign (MSECCA) program,
Charitabls : a coordinated campaign to encourage
Appeat . financial support from state employees
Campalgn for various charitable agencies. The
{MBECCA) records are used for accountability of
how employee contributions are
distributed to the various charitable
¢ organizations. All
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Legislative Subcommittee
Draft: Suggested Revisions to Frequently Asked Questions on www.maine.fov/foaa;
Links to Records Retention Guides Prepared by State Archives

What records must a public officer or agency keep, and how long do they have to
keep them?

The Freedom of Access law does not control what records must be retained or for how long
they must be retained. Public officers and agencies are required to keep all records made or
received or maintained by that officer or agency in accordance with other law or rule or in the
transaction of its official business. 5 MRSA § 92-A (5) How long records must be kept depends
on the type of record and the value of the record’s content. The Maing State Archives works
with state agencies and local governments to establish rules for the retention and disposition
of government records, including the length of time that certain records need to be preserved
by the agency before they are either destroyed or sent to the Maine State Archives for long-
term or permanent retention. 5 MRSA § 95 (7). The Maine State Archives provides guidance
on the management and retention of state agency and local government records, including
schedules for how long records are retained, on its website at
hitp://www.maine.gov/ses/arc/records/state/index. html

Are an agency'’s or official’s e-mails public records?

Any record, regardless of the form in which it is maintained by an agency or official, can be a
public record. As with any record, if the e-mail is “in the possession or custody of an agency or
public official of this State or any of its political subdivisions, or is in the possession or custody
of an association, the membership of which is composed exclusively of one or more of any of
these entities, and has been received or prepared for use in connection with the transaction of
public or governmental business or contains information relating to the transaction of public or
governmental business” and is not deemed confidential or excepted from the Freedom of
Access Act, it constitutes a “public record". 1 M.R.S.A. § 402 (3].

Email messages are subject to the same retention schedules as other public records based on
the content of the message. There are no retention schedules specific to email messages.
Guidance on the retention of email and digital records can be found at
hitp://www,.maine,gov/sos/arc/records/state/emaliquide0712. pdf

A-b
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For Review on September 13, 2012

Legislative Subcommittee
Draft revised after August 23rd meeting (divided report):
Confidentiality of parental contact information

in possession of school administrative districts
revised 9/11/12

Sec. 1. 20-A MRSA §6001, sub-§4 is enacted to read:

20-A §6001. DISSEMINATION OF INFORMATION

1. Federal and state law. The provisions of this section, the United States Family
Educational Rights and Privacy Act of 1974, Public Law 93-380, as amended by Public Law 93-
568, and the United States Education of All Handicapped Children Act, Public Law 94-142
govern the dissemination of information about students, as well as written notices of intent to
provide equivalent instruction through home instruction and all education records of students
receiving equivalent instruction through home instruction.

2. Internet restrictions. A public school may not publish on the Internet or provide for
publication on the Internet any personal information about its students without first obtaining the
written approval of those students' parents. For the purpose of this section, "personal information"
means information that identifies a student, including, but not limited to, the student's full name,
photograph, personal biography, e-mail address, home address, date of birth, social security
number and parents' names.

3. Dissemination of education records to criminal justice agencies. A school may
disseminate education records as defined in 20 United States Code, Section 1232 g(a)(4)
regarding a juvenile if:

A. The juvenile has not been adjudicated as having committed a juvenile crime;
B. The education records are disseminated to:
(1) Criminal justice agencies; or

(2) Agencies that by court order or agreement of the juvenile are responsible for the
health or welfare of the juvenile and that have provided the school with a statement
describing the purpose of the dissemination; and

C. The education records are relevant to and disseminated for the purpose of creating or
maintaining an individualized plan for the juvenile's rehabilitation.

Education records received under this subsection are confidential and may not be further
disseminated, except to the court or as otherwise provided by law. The persons to whom the
education records are disseminated shall certify in writing to the school that the records will
not be disclosed to any other party, except the court or as otherwise provided by law, without
the written consent of the juvenile or the juvenile's parent or guardian.

4. Parental privacy. The names, home addresses, electronic mail addresses. and other
personal information of students’ parents are confidential when in the possession of school
administrative units. “Personal information” means a parent’s:
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Legislative Subcommittee
Draft revised after August 23rd meeting (divided report):
Confidentiality of parental contact information

in possession of school administrative districts
revised 9/11/12

A. Social security number;

B. Date and place of birth;

C. Felephone Unlisted telephone number, includinga-parent’s cellular telephone

number, home facsimile number and pager numbers number,

D. Credit or financial information; and

E. Username, login information, personal identification number (PIN), password or other
unique personal identifiers that enable a parent to access or communicate in a school
unit’s electronic systems, to obtain access to student education records regardless of
where such records are maintained, to obtain notifications from school officials about
student attendance. grades, assienments or school-related activities, or to otherwise
collaborate in the education of the parent’s child.

For the purposes of this subsection, the term “parent” has the same meaning as in section 5202,
subsection 1.

SUMMARY

This draft amends the Education laws to specify that certain information about parents of
students is confidential. This draft provides that the names, home addresses and email addresses
of students’ parents are confidential, as well as other personal information. “Personal
information” is defined as a parent’s: social security number; date and place of birth; unlisted
telephone numbers, cell phone numbers, fax and pager numbers; credit or financial information;
and unique personal identifiers that enable a parent to access or communicate in a school unit’s
electronic systems to access student records, including attendance, grades, assignments and
school-related activities, or to otherwise collaborate in the student’s education. Title 22, section
5202 defines “parent” to mean the parent or legal guardian with custody.

G:ASTUDIES 2012\Right to Know Advisory Committee\Legislative Subcommittee\parent email REDRAFT after 8-23 mtg.docx
(9/11/2012 11:51:00 AM)
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Right to Know Advisory Committee
Legislative Subcommittee
DRAFT: Using technology to conduct public proceedings (Tabled 8/23/12)

PART A

Sec. A-1. 1 MRSA § 403-A is enacted to read:

§403-A. Public proceedings through other means of co

honic, Vldeo, electronic or
fients are met.

A. The body has adopted a poli
not physically ici
video. electr

E D. Each member of the body participating in the public proceeding is able to

simultanecousty hear each other and speak to each other during the public
proceeding. Members of the public attending the public proceeding in the
location identified in the notice required by section 406 are able to hear all
members participating from other locations.
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E E. Fach member who is not physically present and who is participating through
telephonic, video, electronic or other means of communication identifies the
persons present in the location from which the member is participating.

G F. All votes taken during the public proceeding are taken by roll call vote.

H G. Each member who is not physically present and who is participating
through telephonic, video, electronic or other means of communication has
received prior to the public proceeding any documents gt other materials that will
be discussed at the public proceeding, with substant the same content as those
documents actually presented. Documents or ot ials made available at
the public proceeding may be transmitted to th
during the public proceeding if the transmi

2. Voting. A member of a body who.is not ally present and*who is
] 1deo, electronic or other

s been declared in accordance with Title 22. section 8§02,
tle 37-B, section 742;

C. The body otherwise complies with the provisions of this section to the extent
practicable based on the circumstances of the emergency.

4. Annual meeting. If a body conducts one or more public proceedings pursuant
to this section, it shall also hold at least one public proceeding annually during which
members of the body in attendance are physically assembled at one location and where no
members of the body participate by telephonic, video, electronic or other means of
communication from a different location.
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PART B

Small Enterprise Growth Fund Board |

Sec. B-1. 10 MRSA §384, sub-§5 is enacted to read:

5. Meetings. The board shall have a physical locat for edéh meeting.
Notwithstanding Title 1, section 403-A, board members @ articipate in meetings by
teleconference. Board members participating in the meéeti

ol y action taken by the members. No
uthority may impair the right of the quorum to

ncy meeting of the members may be conducted by telephone
in accordance wit] following.

1. Placement of call. A conference call to the members must be placed by
ordinary commercial means at an appointed time.

2. Record of call. The authority shall arrange for recordation of the conference
call when appropriate and prepare minutes of the emergency meeting.

3. Notice of emergency meeting. Public notice of the emergency meeting must
be given in accordance with Title 1, section 406 and that public notice must include the
time of the meeting and the location of a telephone with a speakerphone attachment that
enables all persons participating in the telephone meeting to be heard and understood and
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that is available for members of the public to hear the business conducted at the telephone
meeting.

Dthics Comimission

Sec. B-3. 21-A MRSA §1002 is amended to read:

§1002. Meetings of commission

1. Meeting schedule. The commission shall m ngusta for the purposes of

election, the commission shall meet in August
any complaint or question with the commiss
an election must be decided within 24 hours of t
otherwise.

2. Telephone meetings. T
if necessary, as long as the commissio
accordance with the rules of the comm

Secretary of State;the Pres1dent of the Senate, the Speaker of the House or the chair or a
majority of the members of the commission, as long as all members are notified of the
time, place and purpose of the meeting at least 24 hours in advance.

4. Office hours before election. The commission office must be open with
adequate staff resources available to respond to inquiries and receive complaints from 8
a.m. until at least 5:30 p.m. on the Saturday, Sunday and Monday immediately preceding
an election and from 8 a.m. until at least 8§ p.m. on election day.
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Emergency Medical Services Board

Sec. B-4. 32 MRSA §88, sub-§1, §D is amended to read:
§88. Emergency Medical Services' Board

The Emergency Medical Services' Board, as established by Title 5, section 12004-
A, subsection 15, is responsible for the emergency medical services program.

1. Composition; rules; meetings. The board's co sﬂiont conduct and

compensation are as follows.

sporting emergency medical
resentative of a statewide

of appointment, the Governor shall appoint a successor to fill
emainder of the term. Any board member may be removed

C. The beard shall meet at least quarterly, and at the call of its chair or at the
request of 7 members. When the board meets, members are entitled to
compensation according to the provisions of Title 5, chapter 379.

D. A majority of the members appointed and currently serving constitutes a
quorum for all purposes and no decision of the board may be made without a
quorum present. A majority vote of those present and voting is required for board
action, except that for purposes of either granting a waiver of any of its rules or
deciding to pursue the suspension or revocation of a license, the board may take
action only if the proposed waiver, suspension or revocation receives a favorable
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vote from at least 2/3 of the members present and vo

ting and from no less than a
ty of th ted and tl :

b

Members of the board, its subcommittees or its staff may
participate in a meeting of the board, subcommittees or staff via video
conferencing, conference telephone or similar communications equipment by
means of which all persons participating in the meeting can hear each other, and
participation in a meeting pursuant to this subsection constitytes presence in
person at such meeting.

sessions at its central office or at an; e and shall establish

erit may participate by
telephone or other remote-access technology. R«
executive director or by any 4 members of:th
least 7 days' notice "
is 4 members, b
meetings may bé

- meeting. A quorum of the board
rn until a quorum is present. Emergency

-ag promptly as possible of the time and place of
sspecific purpose or purposes for which the meeting is
4 members constituting a quorum must include at

represemn

GASTUDIES 2012\Rig] visory Committee\meetings by tech draft.doc (8/30/2012 10:14:00 AM)
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(Suggestions from FAME)
Revised 9/11/12

Sec. X. XX MRSA §XXX-X, as amended by PL XXXX, c¢. XXX, §XX and
affected by §XX, is repealed.

Sec. X. XX MRSA §XXX-X -is enacted to read:

8§ XXX-X. Freedom of access; confidentiality of records

The records of the /board, agency, authority, etc.] are public records, except as
specifically provided in this section.

1. Confidential records. The following records are designated as confidential
for purposes of Title 1, section 402, subsection 3, paragraph A:

A. Records containing any information acquired by the [board, agency, authority,
etc.] or a member, officer, employee or agent of the /board, agency, authority,
etc. ] from an applicant for or recipient of financial assistance provided pursuant to
a program administered or established by the [board. agency, authority, etc.] if
the applicant or recipient is an individual;

B. A record obtained or developed by the [board, agency, authority, etc.] that:

(1) A person, including the [board, agency, authority, etc. ], to whom the
record belongs or pertains has requested be designated confidential; and

(2) _The [board, agency, authority, etc.] has determined contains
information that gives the owner or a user an opportunity to obtain
business or competitive advantage over another person who does not have
access to the information, except through the record, or access to which by
others would result in a business or competitive disadvantage, loss of
business, invasion of privacy. or other significant detriment to any person
to whom the record belongs or pertains;

C. A financial statement or tax return;

D. A record that contains an assessment by a person who is not employed by the
[board, agency, authority, etc.] of the credit worthiness or financial condition of
any person or project:

E. A record obtained or developed by the [board, agency, authority, etc.] prior to
receipt of a written application or proposal if the application or proposal is for
financial assistance to be provided by or with the assistance of the /board, agency,
authority, etc.], or in connection with a transfer of property to or from the /board,
agency, authority, etc.]. After receipt by the [board, agency, authority, etc.] of
the application or proposal, a record pertaining to the application or proposal is
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RTK AC General Agency Confidential Individual and Business Records Template
(Suggestions from FAME)
Revised 9/11/12

not conﬁdentlal unless it meets the requirements of the other paragraphs of the
subsection: and

ersonally identifiable information of an individual, including a

COLISUICTE:

The [board, agency, authority, etc.] shall provide to a legislative committee, on written
request signed by the chairs of that committee, any information or record, including
information designated confidential under this subsection, specified in the written request.
The information or record may be used only for the lawful purposes of the committee and
in any action arising out of any investigation conducted by the committee and may not be
released for any other purpose.

2. Exceptions. Notwithstanding subsection 1, the following are public records
and are not confidential:

A. Any otherwise confidential information the confidentiality of which the
[board, agency, authority, eic.] determines to have been satisfactorily and
effectively waived;

B. Any otherwise confidential information that has already lawfully been made
available to the public; and

C. Impersonal, statistical or general information, including:

(1) Names of 1&_9111&1113 of or applicants for ﬁmmml assistance. including
rincipals. where applicable;
() Am(jums types and general terins of (inancial assistance provided to
é:hnsu recipients or requested by those appézcantsﬁ

3) Descriptions of projects and businesses benefiting or to benefit from
the financial assistance; -
(4) Names of transferors or transferees, including prinei als. of property to
ot from the authority the general terms of transfer and the purposes for
whzch transferred property will be used;

'5) Number of jobs and the amount of tax revenues
in coxmewon with a project; 7 »
©) _L wntin, authority’s satisfaction of its loan insurance liability, the
amount of any loan insurance payments with respect to a loan insurance
contracttand -~ : - »
(7). Names of imdmml institutions - participating in providing financial
assistance and the general terms of that financial assistance.:

rojected or resultine

3. Disclosure prohibited; further exceptions. A person may not knowingly
divulge or disclose records designated confidential by this section, except that the
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(Suggestions from FAME)
Revised 9/11/12

[board, agency, authority, etc.], in its discretion and in conformity with legislative

freedom of access criteria in Title 1. chapter 13, subchapter 1A. mav make or authorize

any disclosure of information of the following types or under the following

circumstances:

A. If necessary in connection with processing any application for, obtaining or
maintaining financial assistance for any person;

B. Information requested by a financing institution or credit reporting service:

C. Information necessary to comply with any federal or state law or rule or with
any agreement pertaining to financial assistance;

D. If necessary to ensure collection of any obligation in which the [board,
agency, authority, etc.] has or may have an interest;

E. In any litigation or proceeding in which the [board_agency, authority, etc.]
has appeared, introduction for the record of any information obtained from records
designated confidential by this section:

F. Pursuant to a subpoena, request for production of documents, warrant or other
order by competent authority, as long as the order appears to have first been
served on the person to whom the confidential information sought pertains or
belongs and as long as the order appears on its face or otherwise to have been
issued or made upon lawfu] authority; and

G. If necessary in connection with acquiring, maintaining. or disposing of
property.

GASTUDIES 2012\Right to Know Advisory Committee\Templates\General Unified Template (FAME edits).doc (9/11/2012 12:09:00

PM)
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